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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 



DWR 525 (Rev. 1/09) Page 2 of 2 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Sheri Wong
	SUPERVISOR'S CLASS: DPM II
	personnel analyst: 
	personnel date: 
	PERCENT OF TIME: 35%25%
	activity: Position SummaryUnder the general supervision of the Data Processing Manager II in the Division of Technology Services, IT Business Management Office, the Staff Service Analyst independently performs  analytical work in a staff capacity in a variety of administrative services. Essential FunctionsThis position requires that the incumbent work cooperatively with others, maintain consistent and regular attendance, communicate effectively both orally and in writing, operate a personal computer for extended periods of time, utilize word processing, spreadsheet, and SAP software.Commodities Purchasing Coordinator: Advise DTS management on the types and variety of purchasing methods available and the appropriate method to be used for specific types of services needed. Analyzes requests for purchases of commodities and Non-IT purchases and contracts. Secures the appropriate approvals required and determines the best  purchasing method.  Analyze the request and write justifications and specifications with help from technical staff.   Create documentation to include scope of work, bid sheets, vendor quotes, market survey on commodities.  Using the Departments ERP-SAP creates purchase requisitions.  Provide advice and assistance to DTS managers and staff related to IT purchasing issues.  Works closely with Contract Analyst or Buyer for processing requisitions to obtain purchase order and ensure bidding package is complete.  Monitor expenditures, advise management of potential problems, and provide recommendations for resolution of procurement related issues.Serve as the Division's Facilities Coordinator, working with Program Managers and Facilities Management staff to plan, analyze, evaluate, and determine immediate and future spacing needs.  Coordinates the acquisition, relinquishment, and reassignment of office space to ensure it meets the needs of the program and is consistent with Department plans, policies, and procedures.  Prepares the plans, specifications and necessary documentation and justifications. 
	classification: Staff Services Analyst (General)
	appointee: Vacant
	dwr position number: 0500-5157-XXX
	sap personnel no: 
	sap position number: 50031134
	division: DTS/IT Business Management Office
	mcr: 1
	percent 2: continued15%10%10%5%
	activity2: Provides recommendations for the approval or disapproval of requests based on findings.  Determine specific equipment, storage, electrical, and communication needs, and work directly with Facilities Management and Telecommunication staff to implement the work environment needs.  Processes building service requests and coordinates telecommunication and other building services needs. Completes the process to bring new staff aboard DTS by requesting badges, user access, space, telecommunication and computer equipment. Completes the process to exit staff properly by completing paperwork to delete badge access, user access and identify available telecommunications and computer equipment. Division of Technology Services Equipment Custodian is responsible for assignment, care and continuing control of capitalized equipment and designated  non-capitalized equipment records assigned to the division.  Notify Facilities Management when equipment is lost, stolen, destroyed, damaged, surplussed or transferred to another organization.  Prepare all necessary documentation following the DWR EPG with receipt of new equipment and disposition of property form. Will provide assistant to Facilities Management when requested inventories are scheduled.Information Technology Purchasing: Secures approvals required and determines the best  purchasing method for IT purchases.  Using the Departments ERP-SAP creates purchase requisitions.  Provide advice and assistance to DTS managers and staff on IT purchasing issues.  Works closely with IT Contract Analyst or IT Buyer for processing requisitions to obtain purchase order and ensure procurement documentation is complete.  Monitor expenditures and advise management of potential problems.Analyze invoices for all procurements and contracts and determine the method of processing payment.  Utilize SAP to enter payment information and ensure that Fiscal pays promptly.  Ensure that Prompt Payments Act is followed.Conduct moderately complex special projects or assignments related to procurement process improvements or the revision or development of new forms or contracting tools.Knowledge, skills, and abilities:Knowledge of:  Modern office methods, supplies, equipment and procedures, Business English and Correspondence, Micro Word, Excel, Power Point and SAP.Communicated effectively, analyze situations accurately and take effective action.  Work effectively and maintain composure under pressure of short lead times, functions as a team. Skills:  Incumbent must manifest high degree of initiative and independent judgement, dependability, discretion, and ability to adapt to changes in assignments and priorities. 
	supervisor name: Sheri Wong
	employee name: Vacant


